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United States of Anerica DEPARTNMENT
DEPARTMENT OF COMVVERCE ADM NI STRATI VE ORDER 213-1
DEPARTNVENT DATE OF I SSUANCE EFFECTI VE DATE
ADM NI STRATI VE June 1, 1988 May 31, 1988
ORDER SERI ES

SUBJECT

GENERAL ACCOUNTI NG OFFI CE LI Al SON AND AUDI T FOLLOW UP

SECTI ON 1. PURPGCSE.

.01 This Order establishes policies, procedures, and
responsibilities for coordinating General Accounting Ofice (GAO
activities within the Departnment of Conmerce (the "Departnment”) and
for monitoring the inplenmentati on of accepted GAO recommendati ons.

.02 This revision is a major rewite of the entire O der.
Accordi ngly, text change highlighting prescribed by DAO 200 3 does

not apply.
SECTI ON 2. SCOPE AND AUTHORI TY.

This Order applies to all Departnmental offices and operating units,
and inplements the foll ow ng:

a. Public Law (P.L.) 96-226, GAO Act of 1980;

b. Audit followup responsibilities specified in the Ofice of
Managenent and Budget (OvB) Circular A50, revised Septenber 1982 on
"Audit Fol | ow up”;

C. Reporting requirenments specified in P.L. 91-510, Section 236,
Legi sl ati ve Reorgani zati on Act of 1970; and

d. Departnent Organi zation Order 105, dated August 16, 1984,
whi ch assigns the GAO foll owup function to the Ofice of the
Assi stant Secretary for Adm nistration.

SECTI ON 3. PQOLI CY.

It is the policy of the Departnent to carry out its GAO |liaison and
audit followup activities in an efficient and econom cal manner, and
to conply with the audit follow up policies, standards and gui deli nes
prescri bed by OVB. The Departnent wll:

a. Devel op and inpl erent a managenment system which will provide
continuous |iaison and coordi nati on anong all parties throughout the
GAO audit and audit foll owup process;

b. Est abl i sh and mai ntain appropriate systens to ensure the pronpt
and proper resolution and inplenentation of audit reconmendations;
and

C. Assign a high priority to the resolution of audit
reconmendati ons and i npl enentation of corrective actions.
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SECTI ON 4. DEFI NI TI ONS.

.01 Audit Followup Oficial. The Secretary has designated the Assistant
Secretary for Admnistration as the audit followup official of the
Departnent. The Assistant Secretary is responsible for ensuring that:

a. systens of audit followup, resolution, and corrective action are
docunent ed and in pl ace;

b. tinmely responses are nade to all audit reports;

C. di sagreenents are resol ved;

d. corrective actions are actually taken; and

e sem -annual reports required by OMB Circular A50 are sent to the head

01.‘ the Departnent.

.02 Operating unit GAO Liaison Oficer. Oficial designated by the head of
the operating unit to nmonitor and coordi nate GAO activities within the
operating unit, to coordinate the preparation of the operating unit
responses, and to nonitor the inplenmentati on of recomrendati ons.

.03 Final GAO Report Final reports issued by GAOto the Congress or the
head of a Department. OMB Circular A50 requires witten comments to the
report fromthe Departnent within 60 days if recomendati ons are included in
the report.

.04 Draft GAO Report Prelimnary GAO report issued to agencies. OVB
Circular A-50 requires that agency comments on draft GAO reports be subnitted
wi thin 30 days fromthe i ssuance of the report.

.05 Action Ofice. The operating unit designated to prepare the response
to a GAO report.

.06 Resol uti on. The point at which the agency managenent agrees on action
to be taken on reported findings and recommendations. In the event of

di sagreenent, the point at which the audit followup official determ nes the
matter to be resolved. For GAO reports, resolution occurs when the Depart nent
responds to the Congress, as required by Section 236 of the Legislative

Reor gani zati on Act of 1970.

.07 Finding. A witten description of a problemarea or an area which can
be made nore efficient, econom cal and/or effective as disclosed by audit.
Fi ndi ngs serve as a basis for recommendati ons.

.08 Reconmmendati on. A course of action recomrended to Departnment
managenent which is intended to address an issue noted by a finding in the
audit report.

.09 Corrective Action. Measures taken to inplenment resolved audit findings
and recommendati ons.
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SECTI ON 5. RESPONSI BI LI TI ES.

.01 Assistant Secretary for Administrationis the senior officia
designated by the Secretary as the audit followup official. The audit
followup official wll:

a. ensure that systens of followup, resolution and corrective action are
docunent ed and in pl ace;

b. ensure that tinmely responses are nade to all audit reports;

C. provi de sem -annual reports to the Secretary on the status of al

unresol ved audit recommendati ons over six nonths old, the reasons therefor,
and a tinetable for their resolution; and the nunber of recomendati ons
resol ved during the peri od;

d. provide for periodic analysis of resolution of audit reconmendati ons and
corrective action to determ ne trends and systemw de problens, and to
provi de recomendati ons;

e. ensure that performance appraisals of appropriate managenent officials
reflect effectiveness in resolving and inplementing audit recommendati ons;
and

f. provi de for periodic evaluations of whether the GAO |iai son and audit
followup systemresults in pronpt, efficient managenment action which
complies with the policies and standards prescribed by OvB

.02 O fice of Managenent and Organi zation (OMD will act on behalf of and
be responsible to the Assistant Secretary for Administration for GAO audit
coordi nation, reports clearance and audit followup matters in the
Departnment. OMD is responsible for:

a. est abl i shing and mai ntai ning effecti ve managenent systems to ensure
that all regulatory requirenments regarding GAO audit foll owup are net

b. ensuring that all required reporting requirenments are net in connection
with GAO audit foll ow up;

C. serving as the official point of contact with GAO for matters regardi ng
audit notification, reports clearance, status of action on report
recommendati ons, etc.;

d. provi di ng policy and procedural guidance to the operating unit GAO
Iiaison officers;

e. coordi nati ng cl earance of draft and final reports for the Departnent;
f. monitoring the status of actions taken on GAO report reconmendati ons;
and

g. mai ntaining official files of draft and final GAO reports and ot her

correspondence.

.03 Secretarial Oficers, heads of Departnental offices, and heads of
operating units are responsible for:
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a. ensuring that controls are inplemented to provide tinely, accurate, and
compl ete responses to audit reports;

b. devel opi ng, advocating and clearly docunenting the operating unit's
position regardi ng audit recomrendati ons;

C. designating GAO liaison officer to act as a point of contact for the
organi zation on all GAO audit matters;

d. i npl ementing corrective actions that have been agreed upon during the
process of resol ution,

e. ensuring that performance standards of appropriate officials reflect
ef fectiveness in resolving and inplenmenting audit reconmendati ons; and

f. ensuring that appropriate reporting requirenents, as identified in
Section 6. of this Oder, are net.

.04 Operating Unit GAO Liaison Oficer is responsible for ensuring that the
operational requirenments of this Order are nmet. The liaison officer serves as
the central point of contact for the operating unit on all GAQrel ated
activities.

.05 Executive Secretariat is responsible for receiving all formal GAO
reports and correspondence; exercising control by assigning and delivering
the report to the appropriate action office; and pronmptly providing the OMO
and ot her appropriate offices with copies of such reports and/or
correspondence.

.06 Ofice of the General Counsel (OGC) is responsible for review ng and
eval uating proposed operating unit replies to GAO reports. The OGC al so
transmts the response to final GAO reports to the House Commttee on
Governnent QOperations and the Senate Committee on Governnental Affairs in
accordance with Section 236 of the Legislative Reorganization Act of 1970.

.07 Ofice of Inspector General is responsible for review ng and eval uati ng
proposed operating unit replies to GAO reports.

.08 O fice of Budget is responsible for review ng and eval uati ng proposed
operating unit replies to GAO reports regardi ng budget matters. The O fice of
Budget al so annually submits a witten statenment to the Committees on
Appropriations of the Senate and House of Representatives in accordance with
Section 236 of the Legislative Reorganization Act of 1970.

SECTI ON 6. ACTI ON REQUI REMENTS.

.01 Notification of audit by GAO GAO has agreed to give the Departnent
advance notice of all reviews it conducts. If the revieww || result in a
witten report, GAOw Il provide witten notification of the review The
witten notification is addressed to the Secretary, Assistant Secretary or

ot her conparable official having responsibility for the area or programto be
revi ewed. The Assistant Secretary for Administration, as audit foll owup
official, is also provided a copy of the letter.
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a. GAO contacts OVO by tel ephone to provide advance notice of a proposed
audit when the audit will not result in the issuance of a report. OMO wi ||
pronptly informthe operating unit's GAO |iaison officer of proposed reviews
by providing a copy of the notification letter to the operating unit's GAO
liaison officer. If there is no witten notification, OMOw Il notify the
operating unit by tel ephone of the proposed review and pertinent information.

b. If an audit is conducted in an operating unit and notification of the
audit has not been received through OMO, the operating unit GAO |liai son
officer will notify OMO of the audit.

C. GAO provides the Departnment with a nmonthly listing of active jobs. OVO
will distribute copies of this listing to the operating unit |iaison
of ficers.

.02 Revi ew and coments on draft reports. GAO normally issues draft reports
to agencies for their review and conments so that agency comments may be
incorporated in the final report. In accordance with P.L. 96226 and OB
Circular A-50, the Departnent's coments on the draft GAO report will be
provided to GAO within 30 days of issuance. |If the Departnent cannot respond
wi thin 30 days, additional tinme may be requested from GAQO

a. All draft reports are received by the Departnent's Executive
Secretariat which assigns a control nunber and delivers the report to the
appropriate action office. The Executive Secretariat al so assigns a due date
for the action office's conments. The due date will be 20 cal endar days from
the date of the issuance of the report. Comments prepared by the action
office will be submitted to OMO by the due date. The Executive Secretariat

al so provides information copies to the Assistant Secretary for

Adm ni stration, General Counsel, O G and other Departnental offices as
appropri ate.

b. The operating unit assigned as the action office will prepare the
Departnent's response to the report. The response will be signed by the head
of the operating unit or the deputy.

1. The operating unit's GAO liaison officer will inform OMO in advance
that additional time will be needed if the operating unit determ nes that a
response cannot be prepared by the due date. The liaison officer will also
i nform OMO when conments can be expected. If the delay in receipt of reply

fromthe action office will jeopardize providing a reply to GAO by the due
date, OMO will request additional tinme from GAO for responding to the report.
2. The response should be prepared in letter format, addressed to the

transmttor of the report. The report should be signed by the head of the
operating unit or the deputy(see Exhibit 1 to this Order).

3. The response shoul d address each recomendati on directed to the
Departnent and indi cate whether the operating unit agrees or disagrees with
the recommendati ons. Reason(s) for the position taken on the reconmendation
must al so be given.
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C. OMO wi Il review and evaluate the operating unit's response to determ ne
if it addresses all of the recomendations in an accurate, specific and
reasonabl e manner. The response will then be sent to the Inspector Genera

and the General Counsel's office for review and cl earance. The response nmay
al so be sent to the Ofice of Budget for clearance if appropriate.

d. The offices of the Inspector General and CGeneral Counsel will review
and clear the response in three cal endar days. C earances may be provi ded by
t el ephone but should be followed up in witing. If changes are suggested to
the response, OMO wi Il coordinate any necessary changes to the reply with the
action office.

e. OMD is responsible for preparing the cover letter forwarding the
response for signature by the Assistant Secretary for Admnistration and for
transmtting the signed response to GAQO

.03 Revi ew and comrent on final reports. GAO issues final reports to the
Congress or the head of an agency. P.L. 96 226 and OMB Circular A50 requires
written comments whenever a GAO report contains recomendations to the head
of a Federal agency. Witten conments addressing the report's recommendati ons
will be provided by the Departnment to GAO and OMB wi thin 60 cal endar days
fromthe date of the issuance of the report.

a. Al'l reports are received by the Executive Secreariat, which assigns a
control nunber and delivers the report to the appropriate action office. The
Executive Secretariat assigns a due date for the action office's coments.
The due date will be 40 cal endar days fromthe date of the issuance of the
report. Comments prepared by the action office will be submtted to OMO by
the due date. The Executive Secretariat also provides information copies to
the Assistant Secretary for Adm nistration, the General Counsel, O G and

ot her Departnental offices as appropriate.

b. The operating unit assigned as the action office will prepare the
Departnent's response to the report. The response will be signed by the head
of the operating unit or the deputy.

C. The operating unit's GAO liaison officer will inform OMO in advance that
additional tinme will be needed if the operating unit determ nes that a
response cannot be prepared by the due date. The liaison officer will also

i nform OMO when conments can be expect ed.

d. The response will be prepared as a cover letter with an encl osure. The
cover letter should be an overvi ew or background position statenent on the
report. The encl osure should fully address the Departnment’'s response to each
reconmendati on (see Exhibit 2 to this Order). If necessary, the enclosure
shoul d al so state disagreenents with specific factors or conclusions of the
report and provide updated and clarifying i nformati on. Each reconmendati on
shoul d be stated or paraphrased and followed by the Departnment's response. |f
necessary, the enclosure should al so state disagreenents with specific facts
or conclusions of the report and provide updated and clarifying information
The response to each recommendati on should clearly show one of the foll ow ng:
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1. Concurrence and the action proposed. Whenever possible, the response
should include tentative dates to carry out the recommendati on.

2. Nonconcurrence and the specific reasons for nonconcurrence.

3. A deferral of a decision because nore information is needed before a
deci sion can be made. In this event the response should state the type of
additional information to be gathered, and the date that information will be

avai |l abl e and a deci si on nmade.

e. OMO will review and evaluate the operating unit's response to determ ne
if it addresses all of the GAO recommendations in an accurate, specific and
reasonabl e manner. The response will then be sent to the offices of the
Ceneral Counsel and Inspector General for review and cl earance. The response
may al so be sent to the Ofice of Budget for clearance if appropriate.

f. The offices of the General Counsel and Inspector General will review
and clear the response in three cal endar days. C earances may be provi ded by
t el ephone but should be followed up in witing. If changes are suggested to
the response, OMO wi Il coordinate any necessary changes to the reply with the
action office.

g. OMD is responsible for preparing the cover letter, forwarding the
response for signature by the Assistant Secretary for Admnistration and for
transmtting the signed response to GAO A copy of the response is al so sent
to OVB.

.04 Speci al advance cl earance and coordi nati on requirenents. The operating
unit's response to a GAO draft or final report will be subject to advance
cl earance and/or coordination by OVB when the response:

a. expresses views on proposed or pending |egislation; or
b. deals with other agencies or with executive branch budget policies.
C. OMO wi Il submt the proposed response to the OVMB Desk Oficer for the

Departnent after internal clearances have been obtained. If OVB has conments,
OO wi Il coordinate with the action office and internal clearance offices to
i ncor por at e changes/ suggesti ons from OvVB

.05 Statenment to Congressional Conmittees on final reports. |In accordance
with Section 236 of the Legislative Reorgani zation Act of 1970, when a GAO
report contains a recomrendation to the head of a Departnent, statenments nust
be filed with Congressional Committees as foll ows:

a. The O fice of Budget will submt an annual witten statenent to the
Committees on Appropriations of the Senate and House of Representatives, in
connection with the first request for appropriations submtted to Congress
nore than 60 days after the date of the GAO report. The statement will report
on action taken or to be taken by the agency regardi ng recommendati ons to the
head of the agency. A copy of the annual statement will be provided to OMO
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b. The Office of the General Counsel will submit a witten statenment to
the House Conmittee on Government Operations and the Senate Conmittee on
Governnental Affairs no |ater than 60 cal endar days after the date of the
report. The statenment will report the action taken or to be taken by the
Departnent regarding the recomendati ons to the Secretary of Commerce. A copy
of the statenment to the Congressional conmittees will be provided to OMO

.06 | mpl enentati on of recommendations. The action office will take
appropriate action on all recommendati ons whi ch have been agreed to by the
agency. Corrective action(s) should be initiated pronptly.

a. The action office is responsible for providing information on the
current status of the corrective action(s) by the 15th of the nonth foll ow ng
the cl ose of each fiscal quarter (January, April, July, Cctober). This report

shoul d be forwarded to the Director, OMO under the signature of the head of
the operating unit. The information submtted on the inplenentation of
corrective actions will be used by OMO in preparing the sem-annual report to
the Secretary on the status of inplementation of recomrendati ons.

b. OMO wi || maintain Departnent records on all recomendations ad
corrective actions which have been agreed to by the agency and will issue
quarterly status reports to the action offices on all open recomrendati ons.
The quarterly status report will be provided to the action office not |ater
than two weeks prior to the report due date (see Exhibit 3 to this Oder).

SECTI ON 7. EFFECT ON OTHER ORDERS

This Order supersedes Departnent Adm nistrative Order 2131, dated Cctober
18, 1971, as anended

si gnhed,
Assi stant Secretary for Adm nistration

Ofice of Primary Interest
O fice of Managenment and Organi zation

USCOWM DC - 88- 8968
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UNI TED STATES DEPARTMENT OF COMMERCE
The Assistant Secretary for Adm nistration
Washi ngton, D.C. 20230

M. John Luke

Associ ate Director

Resour ces, Conmunity and Economic
Devel opnment Di vi si on

U S. General Accounting Ofice
Washi ngton, D.C. 20548

Dear M. Luke:

Thank you for your letter requesting the Departnment's comments on the draft
Ceneral Accounting Ofice report entitled “ (full title) .~

(Paragraph two: If applicable, use this paragraph for coments of a genera
nat ure which do not specifically address the individual recomendations.)

(Paragraph three: List each reconmendati on, concurrence or nonconcurrence,
and actions taken. Reasons must be given for nonconcurrence. Each
reconmendati on may be addressed as a separate paragraph.)

We appreciate this opportunity to comment on the draft report.

Si ncerely,

(Head of Operating Unit)

** SAMPLE LETTER FOR RESPONSE TO DRAFT REPORT **
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UNI TED STATES DEPARTMENT OF COMMERCE
The Assistant Secretary for Adm nistration
Washi ngton, D.C. 20230

Honor abl e Charl es A. Bowsher

Comptrol l er CGeneral of the
United States

U S. CGeneral Accounting Ofice

Washi ngton, D.C. 20548

Dear M. Bowsher:

Encl osed is a copy of the Departnment of Commerce reply to the
Ceneral Accounting office final report entitled “ (full title) .”

These comments are prepared in accordance with the O fice of Managenent and
Budget Circul ar A 50.

Si ncerely,

Kay Bul ow
Assi stant Secretary
for Adm nistration

Encl osure

** SAMPLE LETTER FOR RESPONSE TO FI NAL REPORT **
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COWENTS: |f applicable, general comments which do not address specific
reconmmendat i ons.

RECOVMVENDATI ON: Quot e or paraphrase the reconmendation fromthe report.

RESPONSE: The Departnent concurs/does not concur with the recomendati on

Descri be what action is proposed and tentative dates (when appropriate) to
carry out the recommendation. If there is nonconcurrence, state reason(s)

Each reconmmendati on and response shoul d be addressed separately.

** SAMPLE RESPONSE TO FI NAL REPORT **
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GAO OPEN RECOMVENDATI ONS
Qperating Unit: ADM N GAO#: GAQ RCED- 86- 21

Depart nent of Commerce's Second Year Efforts to Inplenent the Federa
Managers' Financial Integrity Act

RECOVIVENDATI ON: The Secretary should direct the Assistant Secretary for
Adm ni stration to revise DOC s segnentation guidelines
to specify criteria for determ ning when automatic data
processi ng (ADP) should be considered a separate
assessable unit.

Status: Action in process.

Estimated conpletion date is 02/87. The Department drafted gui dance which
contains specific criteria for segmenting assessabl e
units containing major ADP activities and for
reviewi ng ADP sites. The Departnent plans to issue
gui dance during the first half of fiscal year 1987.

Compl etion date: 02/01/87 SLI PPAGE (new date):
Responsi bl e of ficial and tel ephone nunmber: Gerald Tache’ 3770142

The Secretary of Conmerce should direct the Assistant Secretary for
Adm nistration to require managers to identify specific risks and controls
associated with their activities on their vulnerabilility assessment forns.

St at us: Action in process

Estimated conpletion date is 02/87. Revised 014B Circular A123 pernmits either
a vulnerability assessnent or an alternative procedure
which will identify potential risks in operations. The
Departnent has opted to use the alternative procedure
not involving the vulnerability assessnent formns.
Criteria for nmanagers to use to identify these risks
shoul d be issued 02/ 87.

Compl etion date: 02/01/87 SLI PPAGE (new date):

Responsi bl e official and tel ephone nunmber: Gerald Tache’ 3770142
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Exhibit 4

DAY 2-20

ACTION
OFFICE

prepare
response

DAY 1-2

EXEC SEC

receive report,
log In & send
to action office

GAO DRAFT REPORT CLEARANCE

Response time for Department is 30 calendar days.

DAY 21-23
OGC

review
response and
clear

DAY 20-21

OMO

INFORMATION
COPIES TO:

ASA, OMO,
OIG, OGC
(other offices as
appropriate)

review
response

OIG

review
response
and clear

DAY 30

OMO

send comments
to GAO

OTHER
PROGRAM
OFFICES

(as appropriate)

review and
comment/clear

Assistant Secretary for Administration

DAY 23-24 DAY 24-30

OomMO ASA

prepare cover review

letter for ASA response

signature and sign cover

letter

LEGEND:
ASA
EXEC SEC  Executive Secretariat
GAO General Accounting Office
OGC Office of the General Cousel
OIG Office of Inspector General
OoMO

Office of Management and Organization
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Exhibit 5

DAY 2-45

ACTION
OFFICE

prepare
response

DAY 1-2

EXEC SEC

receive report,
log In & send
to action office

GAO DRAFT REPORT CLEARANCE

Response time for Department is 60 calendar days.

DAY 46-51
OGC

review
response and
clear

DAY 45-46

OMO

INFORMATION
COPIES TO:

ASA, OMO,
OIG, OGC
(other offices as
appropriate)

review
response

OIG

review
response
and clear

DAY 60

OMO

send comments
to GAO

OTHER
PROGRAM
OFFICES

(as appropriate)

review and
comment/clear

Assistant Secretary for Administration

DAY 51-52 DAY 52-60

OomMO ASA

prepare cover review

letter for ASA response

signature and sign cover

letter

LEGEND:
ASA
EXEC SEC  Executive Secretariat
GAO General Accounting Office
OGC Office of the General Cousel
OIG Office of Inspector General
OoMO

Office of Management and Organization




U S. DEPARTMENT OF COMMERCE

COVIVENTS ON DRAFT/ FI NAL GAO REPCRT ENTI TLED

“PESTI Cl DES: A Conparative Study of Industrialized

Nation’s Regul atory Systens”

GAQ PEMD- 93- 17

July 30, 1993

*** Sanple format for response to draft or final reports. ***



(Cct ober 1,

1993)

COWENTS: | f applicable, provide general comments in this section which do

not address the specific recomrendati ons.

RECOVMENDATI ON:  Enter text of the recommendation fromthe GAO report.

RESPONSE: State specifically whether the Departnment concurs or does not
concur with the recommendation. If there is noncurrence with the
reconmendati on, provide an explanation. If concurring with the
reconmendati on, provide the follow ng information:

Descri be what action is proposed to inplenent the recomendation

0 Provide a target conpletion date for action proposed. if the action to
i npl ement the reconmendati on has al ready been taken, state so and give

the actual conpletion date

(NOTE: Each recommendati on and response should be addressed separately so that
cl ear what action will be taken for each reconmmendati on.)

*** Sanple format for response to draft or final reports. ***

(Cct ober 1,

it is

1993)



